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1. Select Inventory Assets with Requests. 

Result: The Inventory Assets with Request parameters are displayed: 
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2. Enter your Custodial Area in the Current Cust Area field to view all assets 
being transferred from your custodial area. 

3. Select the type of request(s) from the Include Which of the Following? area. 

Note: To view asset requests to your area, select Change Cust Area Requests. 
You must select at least one of these boxes to run the report.  

4. Sort by Requested Custodial Area, so that all the assets being transferred to 
HCHB Moving Services will be listed in the same area of the report. 

5. Select the Submit button. 

Result: A window displays that allows you to review the report parameters: 
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6. Select the Acrobat radio button. 

7. Review your parameters and select the eXecute button. 

Result: A report is opened in a separate window. 
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8. Find the asset you are looking for, then print the sheet and attach to the asset(s).  
Without the attached report, HCHB Moving Services will not know the 
barcode number of the asset(s) being excessed, and therefore they will have 
a difficult time accepting the transfer. 

End of activity. 
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